FORM HR-RM 1 ( EQtCr FOR RECORDS RETENTION 'HE(.-E
(11-1-08 To be Submitted to the Records Managemént Division

" Hall of Records
Commission

SCHEDULE C 80

Hall of Records Commission

PAGE
NO. 1.

‘ Requesting Agency

— CAROLINE COUNTY

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

A

Dispose of present accumulation. .No
additional  accumulation is  antici-
pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re- Microfilm

have value to warrant their retention after
the period of time indicated,

cords for which there is a continuing Originals if not microfilmed would be
accumulation. The records will cease to retained for the period of time indicated.

and destroy originals,

5. Description of Records

6. Recommendation

?t.em Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relote inclusive dotes and quontlty and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
=
1. | TAX ROLL BOOKS, OLD SERIES (TAX RECEIPT BOOKS) =
A
Size: 10® x 1L* x 2¢ =
Dates; 19543-1953 o=
Quantity: 99 volumes (163 cubic fest) w
File Arrangement: Chronological by year and by election =
districts =]
Anmasl Accumulation: Discontimed o= 5
Disposable Amount: 164 cubic feet o o
‘ Audit; Ammual outside audit and State audit S:" oS
. L.
The old series of Tax Roll Books were prepared annually as books of ©
receipt for pald taxss. The old series, discontinued in 1953, is =
the stube-receipt typs. The stub shows the mame of the taxpayer, s -

mtoftheuuumtonmdmdmmm,tbm

oftamaapportmdtothesuteand caunt.yandintorest
and penalty on unpaid taxses. The stud et-aqped ths date of
payment and the attached perforated receipt given to thetupayer.

The annual series consists of one volums for each slection district
(8 districts), and cne volume for buginesses. Information recorded
on each studb is talkesn from the Assessment Books, and tax payments
are posted in the Cash Receipts Book. The Statule of Iimitations
for collecticn of taxes is four years(Sec. 210, Art. 81, Annotated
Code of Maryland, 1951 Edition).

RECOMMENDATION: RETAIN FOR FIVE YEARS OR URIIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

7. Agency) Division or Bureau Representative

s

-
7 7

' Signature Title

Szl " Tpeasieres , 4/16/57

7 Date

hedule Authorized as Indicated in Col. 6 by Hall of
cords Commission. °

Pubtic Works.

Disposal Authorized as Indicated in Col. 6 by Board of

.37.72/.5'7 &%J, HAY 2 b Ga.
7 Date Archrv:st Date Secretary

—




FORM “RRM, 1A , . (-\ - (“ : . SCHEDULE Ca 80

(11-1-88) ( RE<EST FOR RECORDS RETENTI( SCh-.aULE
_Mall of Records ) (Contin-'ation_ Sheet) ~ PAGE
Commission . *_{ 5 ’ NO. °
4 5. Description of Recqrds 6. Recommendation
Y . Describe records accurately. Include title, form:nimber, size of documents : of Hall of Records
’ m work or activity to which the records relate .inclusive dotes and quont:ty and Board of Public
o (cubic or linear feet). Show recommended retention period. Works.

2,

TAX ROLYL BOOXS, MEW SERIES (TAX RECEIPT BOOKS)

Siges 20% x 28" x 3w

Datess 1954 = -

Quantitys S volumes (64 cublc feet)

File Arrangemsnt: Chronological by year, then by elsction
district and tax bill number

Annual Accumalations 2 cubiec feat

Audit; Annual outside audit and State andi.t

The new aema of Tax Ron Books are nachine-posted on pri.nted
forms, Each roll is completely revised amnually, and is prepared,
together with the tax bill and three other related tax forms, on: ' :
an addressograph wmachina. The entries show the neme and address
of the taxpayer, total assesement on real and parsonal propsrty,
taxes apportioned to ths State and to the County, and interest °

by éistrict, and alphabatically therein, The four tax forms, one
origlnalandthroocopiea,preparedwithﬂwtaxronm:- :

1. Billing originals mimumnwmp&-emm
byhinuithpaymnt

2. Delinquent notice copy: mailed to ths taxpayer at the .
andcfthacmmtyearittmsmunpdd

3. Reeaipt copys deLveredtotbs taxpayer as hisrecatpt
when taxss are paid.

L. Office copy: retained in the offics as & record of
account; when payment is made, the copy is dated .
and stampod "paid.®  The date of payment is posted
in the Tax Roll Book and later the dats and amount
otta:sapaldmposted:\ntbmh\amiptam

The billing original, dslinquent notice copy, and reoeipt copy are
considsred non-record within ths meaning of the statute

non-record material (Art. L1, Sec. 155, Annotated Code of Maryland,
1951 Edition). The recomsendation below applies only to the Tax
Roll Books and the office copy. Ths Statute of Limitations for
oollection of taxes is four years (Soo. 210, Art. 61, Annotated
Cods of Maryland, 1951 Edition).

and penalty on unpaid taxes. mmmuumeamaposz-bwlf

“APPROVED
HALL OF RECORDS COMMISSION

IS LATER, AND THEN DESTROY.

RECOMMENDATIONs RETAIM FOR FIVE YEARS CR UNTIL AUDLTED, ; W{ICHEVER -|.

BOAED OF PUHL
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« | PAGE

No. 3.

5. Description of Records

16. Recommendation

4. Describe records accurately. Include title, form number, size of documents, -] of Hall of Records
.'n work or activity to which the records relote inclusive dctes and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.
3, | YDUCHER FI1E

Size: 2%4' x 6

Dates: July, 1952 - -

Quantity:s 1 card-file drawer (1 cubic foot)
File Arrangement: Chronological

Anmual Accumilation: Less than 3 cubic foot
Audit: Annual outside audit and State andit

The Voucher (Warrant) represents the authority given by the County
Commissionera to the County Treasurer to pay out of County funds.
The Voucher carries a voucher or warrant number, the date isaued,
name of the payee, and the amount and nature of the payment or
clzim, The Treasurer issues a check in payment, stamps the voucker
paid with the date of payment and retains it in his files, posting
informatiocn and the amount of the payment to the Disbursements
Journal. The voucher cover, showing warrant number, payes, amount
and date of psyment, with the original bill attached, is returned
to the Board of County Gommissioners faor f£iling in the Voucher File
and the voucher :l.s postéd to the Conmd.ssioners Disburaements Ledger.

RECOMMENDATIONs RETAIN FOR FIVE YEARS OR UNTIL, AUDITED, mxcmmm
) IS LATER, AND THEN DESTROY.

CANCELED CHECKS AND BANKING RECORDS

Size: 4% x 12%
Dates: _Deposit slips and books, 1951 - =
Canceled checks, 1955 - =
Quantity: 6 document files (3 cubic feeot)
File Arrangemsnt: Ey title of fund and date
" Armual Accummlation: Less than & cubic foot
Audit: Amual outside audit and State aundit ;

These records consist of Treesurerts bank deposit slips and deposit
books to special County funds accounts; the Auto Tax Account,Roads
Board Account, Diteh Account, and Liquor Control Board Account. All
checks drawn by the Treasurer, including those draun ageingt these
gpecial accounts, and canceled by payment are arranged chronologi-
cally in the check fila,

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

ROADS BOARD FIIB AR

i
Size: 11" x B3 .
Dates: July, 1956 - - ;
Quantity: 3 legal file drawers (6 cubic fest)'
File Arrangement:; Chronological ;
Armual Accumilation; Less than 2 cubic foot !
Audit: Ammual outside audit '

APPROVED
HALL OF RECORDS COMMISSION

pa—.

SNRIDY I3
PUBLIC \WWORKS




FORM HR-RM 1A SCHEDUiE ) 80

(11-1-80) (" REG-EST FOR RECORDS RETENTIC SCH._JLE . |Ne.
_Hall of Records (Continuation Sheet) ~ PAGE
Commission ) ' NO. _ho
4 5. Description of Records 6. Recommendation
ern Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘o work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.

The Roads Board File contains itemized bills or claims from the
County Roads Manager to the Board of County Commissionsrs, sitting
as the County Roads Board, requbsting paymcat of salaries and ex-
penses for county roads,” The Board doos not issue warrants
(vouchers) to the Treasirer for payment. Two members of ths Roads
Board countersign the itemiszed bills, anthorizing the Treasurer to
pay out of the special Roads Board Account, which is supplied with
funds by the State Treasurer from tha State gasoline and fuel tax.
The itemized bills contain ths Reads Board Manager's voucher number,
dats of submission, ths name of the payee, ths work or supplies furw
nished, and tha amount to be paid, This information is posted to
the special Roads Board Ledger and does not appear in any other .
accounting records maintained by the Treasurerts offles. o
RECOMMENDATION: RETAIN FOR THREE YEARS COR URTIL AUDITED, WHICHEVER
| 1S LATER, AND THEN DESTROY. = S

APPROVED
HALL OF RECORDS COMMISSION

6. | LIQUOR DISPENSARY FILE

Size: 11% x 83»

Datess 1755 = = _

’ Quantity: less than % file drawer
- File Arrangement: Chronological

Annual Accumulations Lses than § cubic foot
Audit: Anmual outside sudit and State audit

The Liquor Disjensaries File contains letters from the Board of

Couaty Carmissioners to the Treasurer authorising the payment of
itemized salaries and expesnses of county cparated liquor dispen-
saries, as requssted from the Board by the County Liguer Dispen-
saries Managers. The Treasurer draws checks against ths special
Liquor Control Board account and lists the check number by each

item paid. Each ILiquor Dispensary maintains a General Ledger.

RECOMMENDATIONs RETAIN FOR THREE YBARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THER DESTROY. - ¥ eyl ety TUY
: .‘\]‘-{.’ h l'.i. L B

Forlanic WORKS

Ty

ot

7. | DITCH ACCOUNT FILE

e e
Y

Sige: 11" x 83* o , o
Datest 1955 - - | PO
Quantitys Less than % cubic foot ;

File Arrangement: Chronological i
Annua) Accumalation: Less than 3 cubic foot
Audit: Anmual outside audit } -

‘ The Ditch Account Fils is composed of mimeographed forms from the
‘ District Managers of the County Drainage Associations to the Treas-
urer, requesting the Treasurer to pay ditching salaries and ex~ -
penses from the special Ditch Account. This account is composed
of funds specially billed, collscted, and deposited by the

3L TARY
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Commission

5. Description of Records 6. Recommendation

4'em Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘0 work or activity to which the records relote inclusive dates and quannty and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.

L

‘rreamr, based upon lovies by the eevaral Drainaga Associations
on their mombers and approved by ths Board of County Commissioners.

The Ditch Fund collections and expenditures are separately posted
bthspmhlmwhmmdgarandmmtincm&dinother :

accomting records of the’ ‘rraasurer'a office.. .

macommmmm RETAIN FOR THREE YZARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEW DESTROY. =~ . . .

8. ucmsz TAD Accor'm' (MTOR vmcms)

Size: 18" x 2)7 gheats

Datésy 1955 = »

Quantitr: less than % cublie foot -

File Arrengement: Chronologicel by year, month, and day
Amual Accurmlation: Less than 3 cubic foot

Audit: Audited by Department of Motor Vehicles

The Licenss Tag Account 48 prepared in duplicate (ons original
and one copy), Art. 31, Ses. 66%, Annotated Code of Maryland, 1951

. Edition, listing the date tag is isgsusd, the tag number, ths nams
and address of ths licensse, and the amount of fee collected. The
license fees and original account sheets are forwarded to the De-
partment of FMotor Vehicles, including the Auto License Application
forms stamped with the license number issued; the Reglstration
Card has bsen datached and given %o the licensze at the time of

paying the foe. The Department of Motor Vehicles returns to the
Treasurer the County's share of fees collectad which he deposits

in the specisl Auto Tax Account and posts to ths Cash Recelpts
- Book.

RECOMMERDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
' . XS TATER, AND THEN DRSTROY. )
Iy BY

- L NN .
:‘A‘. - L. f ‘.' kY . Ll rs - \d
J 0 N A 2 g .4~3~..!C \rOi'\'l\S

APPROVED
HALL OF RECORDS COMMISSION

9. | AUTO LICENSE AUDIT STUBS

Sizsesh® x 1" stubs o
Datess 195l - - ‘ | U I
. Quantity: 1% cubic feat R R
File Arrangement: KNo arrangewzt-in bundles

Annual Accumulation: 1 cubic foot 2%\’,%\
PP . , . . \_

Disposable Amount: 1 cubic foot
Ty

The Audit Stubs gre the perforated sections of the Auto License A —
Application forma returnsd by the Department of Motor Vehicles to
the County Treasurer with ths check for the Coumty's apportioned
‘ share of license fees, as repressnted by tho mumber of stubs

returned. Ths stubs are counted and this sum is multiplied by the
County's apportionsd unit shaie and this result must equal the face
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e
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SCHEDULE
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. |PAGE -
i |No. 6.

4.

o
0.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,

work or activity to which the records relate inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

valus of the fee chock. The stubs serve no purpose after verifying
the amount of ths check. The auto tag checks are deposited in '
the Auto Tagx Account and posted to ths Cash Receipts Book, a final

book of entry,

RECOMMERDATION: RETAIN FOR THHEE YEARS AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

SLOCETARY

- .




